[bookmark: _GoBack]Club Sergeant at Arms Checklist
The sergeant at arms should arrive at the meeting site at least 30 minutes before the meeting is to begin.

Before the Meeting
· Arrive at the meeting early
· Set up directional signage
· Arrange seating
· Set up lectern at the front of the room and place the gavel on the lectern
· Display trophies, ribbons, buttons, etc., at the front of the room near the lectern so they are visible to the audience.
· Raise your club Banner proudly to the left or right of the lectern.  If you display the US flag it is always to left when facing the lectern
· Set up timing lights toward the rear of the room to the right or left where they are visible to the speaker and place timing device and timer’s sheet nearby
· Set the guest book, pen, and nametags for guests on a table near the door as well as member badges/name tags.
· Display promotional fliers, educational materials, club newsletters, member applications, the Toastmaster magazine, club charter near the guest book
· Place ballots on the table in front of each chair
· Close the blinds directly behind the speaker
· Ensure music is turned down
· Ensure water / tea / coffee has been set out (if part of your meeting)

During Meeting
· Call the meeting to order promptly.
· Deliver an introduction
· Make sure phones are on silent
· Introduce guests
· Introduce Toastmaster
· Introduce Theme of the day (if ok’d by Toastmaster)

After Meeting
· Pack all club property with care 
· Store club property in a secure place (The sergeant at arms is responsible for finding a secure location for storing club property) 
· Ensure the timing device is in good repair.
· Inventory the supply of name badges, ballots, and other items. If any items are low, ask the secretary to order more
· Oversee clean up at end of meeting

Safety 
· Power cords removed from walkways or secured to avoid tripping. 
· Flashlights in case of power failure.
· Standard first-aid kit. 
· Location of and routes to emergency exits. 
· Appointed assistant for emergencies

Asset Inventory 
Clubs must maintain a written list of assets and a written process to ensure that the assets are accounted for and transferred smoothly to future club officers. In order to maintain the club’s equipment and supplies, the sergeant at arms keeps the list of assets and implements a written transfer process.
